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Section A: Local Government Unit

City of Gahanna

All Departments

{Local Government Entity) (Unit)
@rb g@;@égﬂ Pam Ripley Deputy Clerk of Council
bl
4
(Signature of Responsibléfgfﬁcial) {Name} (Title) (Date}

Section B: Records Commission

Records Commission

See ORC 149.38 — ORC 149.412 for Records Commission information

614-342-4090

200 S. Hamilton Rd, Gahanna

(Telephone Number)
43230 Franklin

{Address) (City)

{Zip Code) {County)

To have this form returned to the Records Commission electronically, include an email address:

records@gahanna.gov

| hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules listed on this
form and any continuation sheets. I further certify that our commission will make every effort to prevent these records series from being
destroyed, transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly disposed of which pertains to

KL

ing gaf"cagéj‘cia»ix}q, action or request. This action Is reflected in the minutes kept by this commission.

Records Comimission Chair Signature

Section C: Ohio History Connection - State Archives

M Digitally signed by Fred Previts
F red P reVItS Date: 2021.10.07 16:19:39-04'00' State Archivist

10-07-2021
Signature Title Date
Section D: Auditor of State
Martin E. Meeks pouisrsisssss sios
Signature Title Date
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Schedule
Number

CITY OF GAHANNA: GENERAL APPROVED RETENTION SCHEDULE (RC-2)

*please review your Department RC-2 as some records have longer retention periods required.

OHC APPROVED: 10/7/2021| RC APPROVED: 9/8/2021

Record Title & Description

Retention
Period

For use by
Auditor of
State or
LGRP

RC-3
Required

AD HOC BOARD/COMMITTEE/COMMISSION DOCUMENTS 10 years or until no longer of
GN-101 (includes only: reports, recommendations, studies, surveys, plans, meeting administrative value; whichever Multi |:|
minutes, member rosters, legal advertisements) is later
GN-102 AWARDS 1 calendar year Multi |:|
1 calendar year after project is
BIDS & ESTIMATES/PROPOSALS complete; or until no longer of .
GN-103 . . M0 Multi |
(requests for proposals/price quotes for purchase or lease of goods or services) administrative value -
whichever is later
GN-104  |CITY/DEPARTMENTAL FORMS (BLANK) Until superseded no longer of Multi O
administrative value
GN-105 |CITY/DEPARTMENTAL STANDARDS, POLICIES & PROCEDURES Ul .12 e C6l e (@l Multi O
administrative value
GN-106 |CONTRACTS & AGREEMENTS Until superseded, expired or Multi [l
withdrawn
GN-107 CUSTOMER SERVICE CALL RECORDINGS 30 days Digital |:|
60 days after Finance Dept.
DEPARTMENTAL FINANCE / BUDGET RECORDS receives
GN-108 (includes: purchase orders, invoices, credit card receipts, deposit receipts, budget Multi |:|
documents, etc.) (Finance is official record
keeper)
GN-109 DIRECTORIES & PHONE LISTS Until superseded Multi |:|
DRAFT / WORKING VERSIONS ) L )
: . . Until no longer of administrative .
GN-110 (any drafts, comments, notes, working versions, recommendations, or related value or until superseded Multi I:l
correspondence of a document being created or edited by the City of Gahanna) P
GN-111 DRONE FOOTAGE \lj:|tl,l|leno longer of administrative Digital I:I
GN-112 GENERAL CORRESPONDENCE RECORDS Until no longer of administrative Multi I:l
(email/voicemail/text messages/chat/notes/correspondence/faxes) value
Not Received: until no longer of
administrative value
e Received: 2 full calendar years
GN-113 (records of applying for, receiving, and using grant funds, reports and records f S . Y Multi |:|
associated with project) after expiration, provided
audited, or otherwise per the
retention required by the grant
agreement
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CITY OF GAHANNA: GENERAL APPROVED RETENTION SCHEDULE (RC-2)
*please review your Department RC-2 as some records have longer retention periods required.
OHC APPROVED: 10/7/2021| RC APPROVED: 9/8/2021

For use by RC-3
Schedule . . . Retention Auditor of Required
Number Record Title & Description Period State or
LGRP
GN-114 |INVENTORIES Until superseded or no longer of Multi O
administrative value
bl LSl UL A IS 2 05 Until no longer of administrative
GN-115 (all employment-related records created and received by manager, except records value 9 Multi |:|
of medical diagnosis and treatment)
recordings/videos retained for
GN-116 MEETING RECORDINGS/VIDEOS 3 years, or until no longer of Diaital I:I
(boards/commissions/committees) administrative value, which ever 9
is longer
PLANS, STUDIES, SURVEYS, REPORTS, FORMAL RECOMMENDATIONS -
= Until no longer of administrative
GN-117 (adopted are maintained with the adopting legislation) value or until superseded Multi I:l
(maintained by the originating department)
PUBLIC RECORD REQUEST LOGS )
12 months and then until no .
GN-118 longer of administrative value Multi I:l
(maintained and located with Council office) 9
PUBLIC RECORDS - COPY FEE SCHEDULE
GN-119 Until superseded Multi I:l
(maintained and located with Council office)
PUBLIC RECORDS - RETENTION DISPOSAL FORMS
(Internal Records Disposal Forms; Record Disposal Forms (RC-3's) submitted to
) the Ohio History Connection; Obsolete Record Disposal Forms (RC-1's) submitted |Permanent .
GN-120 to the Ohio History Connection) Multi D
(maintained and located with Council office)
PUBLIC RECORDS - RETENTION SCHEDULES (RC-2's) - approved Permanent
GN-121 Multi O
(maintained and located with Council office)
PUBLIC RECORDS - REQUESTS
GN-122 (request forms/responses) 12 months anc;l Fhen .untll no Multi I:I
longer of administrative value
(maintained and located with Council office)
PUBLIC RECORDS POLICY
(ClRe (maintained and located with Council office - posted near the entrance of City Uil e prereee el (i I:l
Hall)
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CITY OF GAHANNA: GENERAL APPROVED RETENTION SCHEDULE (RC-2)
*please review your Department RC-2 as some records have longer retention periods required.
OHC APPROVED: 10/7/2021| RC APPROVED: 9/8/2021

For use by RC-3
Schedule . e Retention Auditor of Required
Number Record Title & Description Period State or
LGRP
PUBLIC RECORDS RELATED DOCUMENTS/FILES
(training documents, certifications, inventory lists, newsletters, legislation . . .
L . . . Until no longer of administrative .
GN-124 updates, Ohio History Connection correspondence and information) Multi |:|
value or superseded
(maintained and located with Council office)
LS IR Until no longer of administrative
GN-125 (brochures, press releases, newsletters, posters/flyers, pamphlets, postcards, value 9 Multi |:|
advertisements, etc.)
GN-126  |RECEIPT BOOKS 1 year Multi |
GAHANNA HISTORICAL DOCUMENTS See Council RC-2
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CITY OF GAHANNA: COUNCIL OFFICE APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021| RC APPROVED: 9/8/2021

For use by RC-3
Schedule . ... Retention Auditor of Required
Number Record Title & Description Period State or
LGRP
AGENDAS .
CN-01 (Council, Boards, Committees & Commissions) 1 year Mult D
ANNEXATION FILES
CN-02 (includes: property owner's petition, notices, legal description and map, any Permanent- filed with legislation Multi |Z[
related correspondence)
CN-03 ASSESSMENT FILES Permanent- filed with legislation Multi |Z[
BOARD OF BUILDING AND ZONING APPEALS (BZBA) APPEAL FILES -
AFFIRMED, MODIFIED, REMANDED, REVERSED
CN-04 (includes: copy of application and supporting documents, request for hearing, Permanent Multi |:|
notice of public hearing, any correspondence related, and any additional
documentation related)
BOARD OF BUILDING AND ZONING APPEALS (BZBA) APPEAL FILES -
DENIED, WITHDRAWN 3 vears from date
CN-05 (includes: copy of application and supporting documents, request for hearing, Vi e Multi ]
. . . L of denial/withdrawal
notice of public hearing, any correspondence related, and any additional
documentation related)
BOARD/COMMISSION/COMMITTEE/COUNCIL VACANCY DOCUMENTS 1 vear
CN-06 (includes legal advertisement, resumes, cover letters, letters of interest, oath of Y ) . Multi |:|
. oath of office term period
office, etc.)
CN-07 CHARTER OF THE CITY OF GAHANNA - ADOPTED Permanent Multi |Zl
CN-08 CHARTER REVIEW COMMISSION DOCUMENTS/FILES Permanent Multi IZI
7 years from date of
employment termination or date
of appeal decision; whichever
CN-09  |CIVIL SERVICE COMMISSION APPEAL FILES comes later Multi O
Appeal request letter, not
pursued & related documents: 1
year from date received
CODIFIED ORDINANCES OF THE CITY OF GAHANNA
CN-10  |(adopted) Permanent Multi ™M
COFFEE WITH COUNCIL .
e (includes notes and follow-up communication) o 1] R BT HETr ol I:l
CN-12  |DEEDS Permanent Multi |
CN-13  |EASEMENTS Permanent Multi ™M
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Schedule
Number

CITY OF GAHANNA: COUNCIL OFFICE APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021| RC APPROVED: 9/8/2021

Record Title & Description

Retention
Period

For use by
Auditor of
State or
LGRP

RC-3
Required

When BOE certified results are
received:
Charter change results: Transfer
to Charter Review Commission
FRANKLIN COUNTY BOARD OF ELECTION DOCUMENTS File
CN-14 (includes: notices of ballot wording; certified election results, local precinct tallies; |Maps: Retain one of each Multi |:|
ward/precinct maps, voting location lists permanently
Location Lists: Dispose if
superseded
Other: Dispose when results
received
Until no longer of historical
CN-15 GAHANNA HISTORICAL DOCUMENTS value, determined by the Clerk Multi M
of Council
Permanent
MINUTES . - (Audio Recordings kept until
(Council, Boards, Committees & Commissions - except as referenced as an AD . . . M
CN-16 HOC/committee/commission) Clerk of Council determines Multi
them to be no longer of (for paper)
administrative value)
MOTION RESOLUTIONS
CN-17 (includes: exhibits, attachments, legal advertisemen.ts. & notice§, contiguous Permanent Multi I:l
property owner letters, related correspondence, additional received
information/documents)
ORDINANCES
CN-18 (inclgdes: exhibits, related studies, attachments, legal advertise'njents & nt?tices, Permanent Multi M
contiguous property owner letters, related correspondence, additional received
information/documents)
Certificate of Completion (for
Active Passport Acceptance
Agents for current City
employees): current year
PASSPORT RECORDS Transmittals: 2 full calendar
CN-19 (governed by the US Department of State; transmittals are not for public years Multi |:|
disclosure) Other Records: (newsletters,
training material, reference
guides, appointment list): until
no longer of administrative
value
PETITIONS (TO INCLUDE BUT NOT LIMITED TO: INITIATIVE, 10 years after date of proposed
CN-20 REFERENDUM, RECALL) election date or date of petition, Multi |:|
(includes certified results) whichever is later
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CITY OF GAHANNA: COUNCIL OFFICE APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021| RC APPROVED: 9/8/2021

For use by RC-3
SI::;C:;:S Record Title & Description R:t:r?:'::n Asutc:::';:f L
LGRP
Approved at appeal: Permanent
PLANNING COMMISSION (PC) APPLICATION FILES - APPEALED
(includes: legal advertisements & notices, contiguous property owner letters, Denied at appeal: 3 years from
CN-21 related correspondence, staff comments, additional received date of denial Multi |:|
information/documents, recommendations, record of action letters,
recommendation to Council letters) Withdrawn during appeal: 3
years from date of withdrawal
PLANNING COMMISSION (PC) APPLICATION FILES - APPROVED &
RECOMMENDED TO COUNCIL
(includes: legal advertisements & notices, contiguous property owner letters, Permanent '
CN-22 I ; Multi M
related correspondence, staff comments, additional received
information/documents, recommendations, record of action letters,
recommendation to Council letters)
PLANNING COMMISSION (PC) APPLICATION FILES - DENIED &
WITHDRAWN (unless appealed)
(includes: legal advertisements & notices, contiguous property owner letters & YIRS 17CID ({1
CN-23 ’ ! e . ! of denial / withdrawal Multi |:|
related correspondence, staff comments, additional received
information/documents, recommendations, record of action letters,
recommendation to Council letters)
PLANNING COMMISSION (PC) APPLICATIONS & BOARD OF ZONING AND
APPEALS (BZBA) APPEAL FILES - ADDRESS IS SUPERSEDED, STRUCTURE
NO LONGER EXISTS, OR USE/CONDITION IS EXPIRED Until no longer of administrative
CN-24 (includes: legal advertisements & notices, contiguous property owner letters, Multi |:|
" - value
related correspondence, staff comments, additional received
information/documents, recommendations, record of action letters,
recommendation to Council letters)
CN-25 LTINS LA ES el (2482 8 years from date of hearing Multi |:|
Permanent
REAL ESTATE ACQUISITIONS OR DIVESTITURE
CN-26 (includes, if applicable, appraisals, closing documents, real estate purchase Not Acquired/Considered: until Multi |:|
agreements) no longer of administrative
value
CN-27 RECORDS COMMISSION DOCUMENTS/FILES Permanent Multi |:|
CN-28 REQUEST FOR COUNCIL ACTION SUPPORTING DOCUMENTS 1 year Multi |:|
RESOLUTIONS
CN-29 (includes: exhibits, attachments, legal advertisemen_ts_ & notice;, contiguous Permanent Multi |Zl
property owner letters, related correspondence, additional received
information/documents)
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CITY OF GAHANNA: COUNCIL OFFICE APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021| RC APPROVED: 9/8/2021

For use by RC-3
Schedule . ... Retention Auditor of Required
Number Record Title & Description Period State or
LGRP
CN-30 RULES OF PROCEDURE / RULES & REGULATIONS Current version & previous 25 Multi I:l
(rules adopted by Council, Boards, Committees or Commissions) years (if applicable & available)
CN-31  |SPEAKER REQUEST FORMS/ SIGN IN SHEETS t’:ﬂ'em omeer @iF el il BEEve Mot O
STATUTORY RESOLUTIONS
CN-32 (includes: exhibits, attachments, legal advertlsemen_tsf & notlceg, contiguous Permanent Multi |zl
property owner letters, related correspondence, additional received
information/documents)
VOLUNTEER PEACE OFFICERS' DEPENDENTS FUND 10 years or until no longer of
CN-33 (VPODF) BOARD FILES administrative value; whichever Multi D
(claim files, legal advertisements & notices, related information/documents) is later
CN-34 ZONING MAPS Permanent Multi M
(one copy of each map)

*note: Design Review Board (DRB) files are now referred to as Planning Commission (PC) files
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CITY OF GAHANNA: ECONOMIC DEVELOPMENT APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021 | RC APPROVED: 9/8/2021

For use by RC-3
Schedule Retention Auditor of Required

Record Title & Description Period State or

LGRP

Number

Agendas: 1 year

COMMUNITY REINVESTMENT AREA HOUSING COUNCIL (CRAHC) |Minutes & Articles of Incorporation:
Permanent
BOARD .
- - . . . . . (for Minutes and
DV-101 (organizational and administrative records -- including but not limited . . . Multi Articles of
to -- articles of incorporation, Code of Regulations, meeting minutes, Code of Regulations & Rosters: until

rosters; reports and recommendations) superseded Incorporation)

Other Documents: Until no longer of
administrative value

Agendas: 1 year

Minutes & Articles of Incorporation: |Zl

Permanent
COMMUNITY URBAN REDEVELOPMENT CORPORATION (CURC)

(organizational and administrative records -- including but not limited  |code of Regulations & Rosters: until (for Minutes and

DV-102 to -- articles of incorporation, Code of Regulations, meeting minutes, superseded Multi Articles of
rosters; reports and recommendations) .
Incorporation)
Other Documents: Until no longer of
administrative value
DEMOGRAPHICS
DV-103 (narrative and statistical data about City of Gahanna and area from US |Until no longer of administrative value Multi |:|
Census Bureau and other sources)
TAX INCENTIVE CASE FILES
DV-104 (all records related to a request for incentive -- including but not limited|10 calendar years after incentive period Multi D
to -- legislation, notices, copy of report to county auditor and Ohio has expired or request denied
Development Services Agency (ODSA)
TAX INCENTIVE LISTS
DV-105 (lists of incentivized properties; expiration dates of incentive periods; Until superseded Multi |:|
etc.)
THE INDUSTRIAL ZONE (TIZ) FILES
DV-106 (ground lease, correspondence, assignment of leases, estoppel 10 years Multi |:|
certificates, legal description, related documents)
THE INDUSTRIAL ZONE (TIZ) MAPS & DIRECTORIES e e e e v
DV-107 (plat, street, and other maps; lists of lot and parcel humbers, Multi |:|

administrative value

lessee/owner/occupant names and addresses, building sizes; etc.)
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CITY OF GAHANNA: FINANCE APPROVED RETENTION SCHEDULE (RC-2)
*All record retention periods are PROVIDED AUDITED: audited means the years encompassed by the records have been audited by the Auditor of
State and the audit report has been released pursuant to Sec. 117.26 O.R.C.
OHC APPROVED: 10-13-2016 | RC APPROVED: 9-13-2016

For use by RC-3
Schedule Retention Auditor of Required

Record Title & Description

Number Period State or by

LGRP LGRP

BUDGET PROCESS (BP) - AMENDED APPROPRIATIONS

FN-101 FILED QUARTERLY WITH THE COUNTY BUDGET 1 year Multi D
COMMISSION

FN-102 BUDGET PROCESS (BP) - BUDGET BOOK PRESENTED TO Until superseded with following year Multi I:]
COUNCIL Budget Book
BUDGET PROCESS (BP) - BUDGET TRANSFER REQUESTS

FN-103 FOR $3,000 OR LESS WITHIN THE SAME DEPARTMENT 1 year Multi I:l
APPROVED BY FINANCE DIRECTOR

FN-104 BUDGET PROCESS (BP) - CAPITAL NEEDS ASSESSMENT Until superseded with Budget Book Multi I:I
PRESENTED TO COUNCIL presented to Council
BUDGET PROCESS (BP) - CERTIFICATE FROM COUNTY

FN-105 BUDGET COMMISSION THAT APPROPRIATIONS DO/DO NOT 1 year Multi D
EXCEED ESTIMATED RESOURCES
BUDGET PROCESS (BP) - CITY REQUEST TO COUNTY

FN-106 BUDGET COMMISSION FOR AN AMENDED CERTIFICATE OF |1 year Multi I:l
ESTIMATED RESOURCES
BUDGET PROCESS (BP) - COUNCIL ANNUAL

FN-107 APPROPRIATION ORDINANCE FILED WITH THE COUNTY 1 year Multi I:I
BUDGET COMMISSION
BUDGET PROCESS (BP) - COUNCIL MOTION RESOLUTION

FN-108 APPROVING THE TAX BUDGET FILED WITH THE COUNTY 1 year Multi I:l
BUDGET COMMISSION
BUDGET PROCESS (BP) - COUNCIL MOTION RESOLUTION

FN-109 AUTHORIZING TRANSFERS IN EXCESS OF $3,000 AND/OR |1 year Multi D
BETWEEN DEPARTMENTS
BUDGET PROCESS (BP) - COUNCIL ORDINANCE APPROVING .

FN-110 | S\ pPLEMENTAL APPROPRIATIONS 1 year Multi [

_ BUDGET PROCESS (BP) - COUNCIL ORDINANCE APPROVING .

FN-111 | 1E TRANSFER OF FUNDS 1 year Multi O
BUDGET PROCESS (BP) - COUNCIL RESOLUTION
ACCEPTING AMOUNTS AND RATES AS DETERMINED BY THE

FN-112 BUDGET COMMISSION AND AUTHORIZING THE NECESSARY |1 year Multi I:l
LEVIES AND CERTIFYING THEM TO THE COUNTY AUDITOR

FN-113 BUDGET PROCESS (BP) - DEPARTMENT CAPITAL NEEDS Until superseded with Capital Needs Multi I:I
ASSESSMENT SUBMISSION Assessment presented to Council

FN-114 BUDGET PROCESS (BP) - DEPARTMENT SUBMISSIONS FOR |Until superseded with Budget Book Multi I:l
BUDGET BOOK presented to Council

FN-115 BUDGET PROCESS (BP) - FINANCE BUDGET BOOK Until superseded with Budget Book Multi I:I
WORKING FILES presented to Council

FN-116 BUDGET PROCESS (BP) - FINANCE CAPITAL NEEDS Until superseded with Capital Needs Multi I:I
ASSESSMENT WORKING FILES Assessment presented to Council
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CITY OF GAHANNA: FINANCE APPROVED RETENTION SCHEDULE (RC-2)
*All record retention periods are PROVIDED AUDITED: audited means the years encompassed by the records have been audited by the Auditor of
State and the audit report has been released pursuant to Sec. 117.26 O.R.C.
OHC APPROVED: 10-13-2016 | RC APPROVED: 9-13-2016

For use by RC-3
Schedule Retention Auditor of Required

Record Title & Description

Number Period State or by

LGRP LGRP

BUDGET PROCESS (BP) - OFFICIAL AND AMENDED

FN-117 CERTIFICATES OF ESTIMATED RESOURCES FROM COUNTY 1 year Multi D
BUDGET COMMISSION

FN-118 BUDGET PROCESS (BP) - TAX BUDGET WORKING FILES Until superseded by final tax budget Multi I:]

presented to council

DEBT MANAGEMENT (DM) - ALL FORMS/DOCUMENTS
REQUIRED TO BE AUTHORIZED AND/OR APPROVED

FN-119 RELATED TO THE ISSUANCE OF DEBT Until post retirement procedures are Multi I:I
(CLOSING CERTIFICATE, IRS FORMS, FINANCE DIRECTOR completed
CERTIFICATIONS ETC....)
DEBT MANAGEMENT (DM) - AMORTIZATION SCHEDULES . .

FN-120 |AND OTHER PERTINENT POST ISSUANCE g:;"pﬁ’e"tzt dret'reme”t procedures are Multi O
CORRESPONDENCE
DEBT MANAGEMENT (DM) - CERTIFICATION OF RECEIPT OF

EN-121 ANNUAL POST ISSUANCE DISCLOSURE INFORMATION Until post retirement procedures are Multi I:l
FROM THIRD PARTIES REQUIRED TO RECEIVE completed
INFORMATION
DEBT MANAGEMENT (DM) - DOCUMENTATION GATHERED

FN-122 AND PROVIDED/PRESENTED TO FINANCIAL ADVISOR AND |1 year Multi |:|
RATING AGENCY

FN-123 DEBT MANAGEMENT (DM) - DRAFT ORDINANCE Until superseded by final ordinance Multi I:l
AUTHORIZING THE ISSUANCE OF DEBT submitted to Council
DEBT MANAGEMENT (DM) - ESCROW ACCOUNT . . . . .

FN-124 STATEMENTS FOR REFUNDED DEBT Until refunding debt is retired Multi I:l

FN-125 DEBT MANAGEMENT (DM) - FINAL OFFICIAL STATEMENT Until post retirement procedures are Multi I:I

) completed i

FN-126 DEBT MANAGEMENT (DM) - INVESTMENT/BANK Until post retirement procedures are Multi I:l
STATEMENTS FOR BOND PROCEEDS completed
DEBT MANAGEMENT (DM) -- MONTHLY ACCOUNTING

FN-127 SYSTEM REVENUE AND EXPENDITURE LEDGERS FOR DEBT |Until post retirement procedures are Multi D
PROCEEDS USE AND INTEREST EARNINGS completed

FN-128 DEBT MANAGEMENT (DM) - OFFICIAL STATEMENT Until superseded by preliminary official Multi I:l
WORKING FILES statement

FN-129 DEBT MANAGEMENT (DM) - ORDINANCE AUTHORIZING THE |Until post retirement procedures are Multi I:I
ISSUANCE OF DEBT completed

FN-130 DEBT MANAGEMENT (DM) - POST ISSUANCE ANNUAL Until post retirement procedures are Multi I:l
DISCLOSURE INFORMATION completed
DEBT MANAGEMENT (DM) - POST RETIREMENT
INFORMATION . . .

FN-131 | ARBITRAGE ANALYSIS, ARBITRAGE REBATE PAYMENTS ETC..) |- Y&ars after debtis retired Multi O
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CITY OF GAHANNA: FINANCE APPROVED RETENTION SCHEDULE (RC-2)
*All record retention periods are PROVIDED AUDITED: audited means the years encompassed by the records have been audited by the Auditor of
State and the audit report has been released pursuant to Sec. 117.26 O.R.C.
OHC APPROVED: 10-13-2016 | RC APPROVED: 9-13-2016

For use by RC-3
Schedule Retention Auditor of Required

Record Title & Description

Number Period State or by

LGRP LGRP

_ DEBT MANAGEMENT (DM) - PRELIMINARY OFFICIAL . . .
FN-132 STATEMENT Until superseded by final Multi |:|
: DEBT MANAGEMENT (DM) - RATING AGENCY REPORT AND . . .
FN-133 OFFICIAL BOND RATING Until superseded by update report & rating Multi |:|
FN-134 DEBT MANAGEMENT (DM) - UNDERWRITER REPORTS AND |Until post retirement procedures are Multi I:I
PERTINENT INFORMATION completed
FN-135 DEBT MANAGEMENT (DM) - VOUCHER PACKETS FOR USE OF |Until post retirement procedures are Multi I:l
DEBT PROCEEDS completed
FN-136 |FINAL QUARTERLY REPORT TO COUNCIL 1 year Multi O
FN-137 FINAL QUARTERLY REPORT TO COUNCIL 1 year Multi D
MISCELLANEOUS (MISC) - AGREEMENTS FOR OTHER
PROFESSIONAL SERVICES . .
FN-138 Until ded b t Mult
(INVESTMENT ADVISOR, FINANCIAL ADVISOR, VARIOUS Nl superseded by new agreemen v I:l
BANKING SERVICES ETC....)
FN-139 MISCELLANEOUS (MISC) - CREEKSIDE RENT REPORTS 5 years Multi D
FN-140 MISCELLANEOUS (MISC) - DEPOSITORY AGREEMENTS Until superseded by new agreement Multi I:I
MISCELLANEOUS (MISC) - GRANT MANAGEMENT
FN-141 |DOCUMENTATION 3 years Multi [l
(GRANT AGREEMENTS, REPORTING ETC....)
_ MISCELLANEOUS (MISC) - MERCHANT SERVICES . .
FN-142 AGREEMENTS Until superseded by new agreement Multi |:|
MISCELLANEOUS (MISC) - OHIO DEPARTMENT OF
FN-143 TAXATION FINAL DETERMINATION OF REAL ESTATE TAX Until land use changes Multi |:|
EXEMPTION
MISCELLANEOUS (MISC) - REAL ESTATE TAX EXEMPTION
FN-144 FORMS FILED WITH COUNTY REQUESTING EXEMPTION Until land use changes Multi |:|
MISCELLANEOUS (MISC) - SCHOOL COMPENSATION
FN-145 AGREEMENT WORKING FILES Until 1 year after abatement expires Multi D
(ACTUAL PAYMENT IS PART OF AP PROCESS)
MISCELLANEOUS (MISC) - TAX INCREMENT FINANCING
FN-146 COMPENSATION PAYMENT WORKING FILES (ACTUAL Until 1 year after TIF expires Multi |:|
PAYMENT IS PART OF AP PROCESS)
FN-147 MISCELLANEOUS (MISC) - US CENSUS BUREAU REPORTS 1 year Multi D
FN-148 MONTH END - BANK/INVESTMENT RECONCILIATION 3 years Multi I:I
FN-149 MONTH END - BANK/INVESTMENT STATEMENTS 3 years Multi I:l
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CITY OF GAHANNA: FINANCE APPROVED RETENTION SCHEDULE (RC-2)
*All record retention periods are PROVIDED AUDITED: audited means the years encompassed by the records have been audited by the Auditor of
State and the audit report has been released pursuant to Sec. 117.26 O.R.C.
OHC APPROVED: 10-13-2016 | RC APPROVED: 9-13-2016

For use by RC-3
Schedule Retention Auditor of Required

Record Title & Description

Number Period State or by

LGRP LGRP

MONTH END - CD FROM BANK WITH MONTHLY
TRANSACTION IMAGES

(CANCELED CHECKS, DEPOSITS, SCANNED CHECK IMAGES
ETC...)

MONTH END - PAYROLL AND ACCOUNTS PAYABLE .
FN-151 | GUTSTANDING CHECK REPORTS SV Il
MONTH END PROCESSING REPORTS
FN-152  |(JOURNAL ENTRY ACTIVITY, REVENUE LEDGER, EXPENDITURE |3 years Multi
LEDGER ETC....)

FN-153 | QUARTERLY REPORT TO COUNCIL WORKING FILES

O

FN-150 3 years Multi

Until superseded by final report Multi

EN-154 QUARTERLY REPORT TO COUNCIL WORKING FILES Until superseded by final report Multi

RECEIPT PROCESS (RP) - BANK DEPOSIT SLIP FOR CASH
DEPOSITS

RECEIPT PROCESS (RP) - CHECKS RECEIVED FOR PAYMENT
FN-156 TO CITY Until Audited Multi
(SCANNED BY CITY FOR DEPOSIT TO BANK)

RECEIPT PROCESS (RP) - JOURNAL ENTRIES FOR RECEIPT
PROCESSING

RECEIPT PROCESS (RP) - RETURNED CHECKS

FN-158 (Checks made payable to the City that have been returned by the |3 years Multi
bank as unpavable for any reason)

RECEIPT PROCESS (RP) - DAILY DEPARTMENTAL DEPOSIT
REPORTS TO FINANCE

FN-159 (REPORT SUBMITTED BY DEPARTMENTS TO FINANCE ALONG 3 years Multi
WITH CASH, CHECKS AND CREDIT CARD RECEIPTS FOR DAILY
DEPQSIT)

RECEIPT PROCESS (RP) - FINANCE DAILY DEPOSIT
FN-160 PROCESSING REPORTS 3 years Multi
(BATCH REPORTS, INTERFACE REPORTS ETC....)

RECEIPT PROCESS (RP) - THIRD PARTY REMITTANCE
FN-161 REPORTS FOR DEPOSITS MADE ELECTRONICALLY TO CITY'S|3 years Multi
BANK

YEAR END - ANNUAL AUDIT CORRESPONDENCE (REQUEST
FN-162 FOR INFORMATION, FILES PROVIDED, INQUIRY ETC....) 1 year Multi

FN-155 3 years Multi

FN-157 3 years Multi

OO O |Oo0o O .

O

YEAR END - ANNUAL GAAP FINANCIAL STATEMENT .
FN-163 WORKING FILES 3 years Multi
YEAR END - AUDIT OPINION AND ASSOCIATED AUDIT
REPORTS

(REPORT ON COMPLIANCE AND INTERNAL CONTROLS,

MANAGEMENT LETTER ETC....)

I A I R I R

FN-164 Until no longer of administrative value Multi
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CITY OF GAHANNA: FINANCE APPROVED RETENTION SCHEDULE (RC-2)
*All record retention periods are PROVIDED AUDITED: audited means the years encompassed by the records have been audited by the Auditor of
State and the audit report has been released pursuant to Sec. 117.26 O.R.C.
OHC APPROVED: 10-13-2016 | RC APPROVED: 9-13-2016

For use by RC-3
Schedule . ... Retention Auditor of Required
Number Record Title & Description Period State or by
LGRP LGRP
YEAR END - FINAL AUDITED ANNUAL GAAP FINANCIAL . . . .
FN-165 STATEMENTS Until no longer of administrative value Multi |:|
YEAR END - FINAL UNAUDITED ANNUAL GAAP FINANCIAL . ) . ) h
| final f I i
FN-166 |STATEMENTS SUBMITTED TO AUDITORS Until superseded by final audited financia Multi O
statements
YEAR END - POST AUDIT CORRESPONDENCE
FN-167 (LIST OF FINDINGS, POST AUDIT LETTER, REPRESENTATION 1 year Multi |:|
LETTER ETC...)
YEAR END PROCESSING REPORTS
FN-168 (OUTSTANDING ENCUMBRANCE REPORTS, REVENUE LEDGER, 3 years Multi |:|
EXPENDITURE LEDGER, ETC....)
FN-169 YEAR END REPORT TO COUNCIL FINAL 3 years Multi I:I
FN-170 YEAR END REPORT TO COUNCIL WORKING FILES Until superseded by final report to Council Multi |:|
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CITY OF GAHANNA: FINANCE - PAYROLL APPROVED RETENTION SCHEDULE (RC-2)
*All record retention periods are PROVIDED AUDITED: audited means the years encompassed by the records have been audited by the Auditor of
State and the audit report has been released pursuant to Sec. 117.26 O.R.C.
OHC APPROVED: 10-13-2016 | RC APPROVED: 9-13-2016

For use by RC-3
Schedule Retention Auditor of Required
Number Period State or
LGRP

Record Title & Description

_ ACA FORMS AND RELATED PROCESSING/TRANSMITTAL .
FN-201 REPORTS 3 years Multi |:|
FN-202 |JOURNAL ENTRIES FOR PAYROLL PROCESSING 3 years Multi O
OPERS EXEMPTION FORM Until death, retirement is verified, or 75
FN-203 (a form completed to opt out of OPERS membership) years after termination, whichever is Multi |:|
sooner.
PAYROLL PROCESSING FORMS
FN-204 (MISSED PUNCH FORMS, OVERTIME DESIGNATION, PART TIME 3 years Multi I:I
PTO ETC...)
PAYROLL PROCESSING REPORTS .
FN-205 | pRE-CALC REPORT, INTERFACE REPORTS ETC...) 3 years Multi O
PAYROLL WITHHOLDING AND FRINGE BENEFIT
REMITTANCES AND RELATED MONTHLY, QUARTERLY OR
FN-206 ANNUAL REPORTS 3 years Multi |:|
(FEDERAL 941, RETIREMENT SYSTEM REPORTING, LOCAL TAX
WITHHOLDING ETC...)
TIME CARDS .
FN-207 (daily hours worked each pay period) 3 years Multi I:I
EN-208 VOIDED PAYROLL CHECKS 3 years Multi D
FN-209 W-2S AND RELATED PROCESSING/TRANSMITTAL REPORTS 3 years Multi I:l
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Schedule
Number

CITY OF GAHANNA: FINANCE - ACCOUNTS PAYABLE APPROVED RETENTION SCHEDULE (RC-2)
*All record retention periods are PROVIDED AUDITED: audited means the years encompassed by the records have been audited by the Auditor of
State and the audit report has been released pursuant to Sec. 117.26 O.R.C.

OHC APPROVED: 10-13-2016 | RC APPROVED: 9-13-2016

Record Title & Description

Retention
Period

For use by RC-3
Auditor of Required
State or

LGRP

1099-MISC. FORMS
(City's copies of 1099's issued by Finance Dept. for services

FN-301  |rendered by an Independent contractor or vendor who is not a 3 years Multi |
corporation)
1099-R FORMS

FN-302 (City's copies of 1099's issued by Finance Department for 3 years Multi I:I
purchases of Real Estate not processed by a title company)
ACCOUNTS PAYABLE PROCESSING REPORTS (BATCH .

FN-303 | REPORTS, CHECK REGISTERS, ETC...) 3 years Tl [

FN-304 COUNCIL MOTION RESOLUTION APPROVING THEN AND 3 vears Multi D
NOW PURCHASE IN EXCESS OF $3,000 Y

FN-305 JOURNAL ENTRIES FOR ACCOUNTS PAYABLE PROCESSING |3 years Multi D
MONTHLY CREDIT CARD STATEMENTS AND RELATED .

FN-306 | pyRCHASE ORDERS AND RECEIPTS 3 years Multi [

FN-307 PURCHASE ORDER ENCUMBERING APPROPRIATIONS FOR 3 vears Multi D
GOODS OR SERVICES Y

FN-308 |REQUISITION TO PURCHASE GOODS OR SERVICES gS:'C'hzzzrg‘r’;:ra”d converted to a Multi O

_ THEN AND NOW PURCHASE ORDER FOR $3,000 OR LESS .

FN-309 | A\PPROVED BY FINANCE DIRECTOR 3 years Mult [
TRAVEL EXPENSE REPORTS AND RELATED PURCHASE .

FN-310 | oRDERS AND RECEIPTS 3 years Multi [
VENDOR FILES

FN-311 (vendor information form; tax and other forms required by local, |3 years Multi I:l
state and federal laws and regulations, etc.)

FN-312 VOIDED ACCOUNTS PAYABLE CHECKS 3 years Multi D
VOUCHER PACKET (COPY OF VOUCHER/CHECK, PURCHASE

FN-313 ORDER AND INVOICE FOR PAYMENTS TO VENDORS FOR GOODS |3 years Multi D
OR SERVICES)
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CITY OF GAHANNA: HUMAN RESOURCES APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021| RC APPROVED: 9/8/2021

For use by RC-3
Schedule Retention Auditor of Required

Record Title & Description

Number Period State or by

LGRP LGRP

ACCIDENT REPORTS

HR-101 (complete reports on property/equipment damage by employee with |7 years from date of accident Multi |:|
no injuries)
BARGAINING UNIT AGREEMENTS Permanent

HR-102 (any negotiated, approved, executed agreement; any Memoranda of Multi |:|

Drafts: until no longer of administrative

value

CANDIDATE EMPLOYMENT DOCUMENTATION g:ziggsd: 7 Ve i e e e Al

HR-103 (resumes, applications, background checks, interview records, notes, Multi
examination results)

CITY/DEPARTMENTAL/GROUP TRAINING

(any records created by, requested by, or provided to HR for voluntary
or mandatory training for safety or job skills; any records of new-
employee orientation)

CIVIL SERVICE CHALLENGES

HR-105 (candidates' challenges to any test questions or answers, to removal
from list, or other pre-interview action)

CIVIL SERVICE CLASSIFICATION PLAN

HR-106 (Council-approved outline of job titles, pay categories, and pay ranges |10 years Multi
for all classified City positions)

CIVIL SERVICE CLASSIFIED EMPLOYEE ROSTER
HR-107 (names and start dates of all City employees in classified positions; 10 years Multi
police promotion lists)

CIVIL SERVICE ELIGIBILITY LISTS

Understanding or amendments for such; and negotiation notes)

O

Hired: transfer to employee files

HR-104 5 years Multi

Retain 7 years from date of 1st resulting

eligibility list Multi

O |O0o o|o|f Od

HR-108 (ranked list of candidates qualified for hiring) 7 years Multi
CIVIL SERVICE TERMINATION ACTIONS Not re-hired: 7 years from date of action

HR-109 (layoff lists, request for/notices of reinstatement, applications for Multi
restoration, etc.) Re-hired: add to employee file

EMPLOYEE FILES - ACTIVE

(application/appointment records; job descriptions; signed employee
HR-110 acknowledgments; tax-withholding forms and other deduction
authorizations; performance evaluations; commendations; training
records; status and pay rate changes, employment agreements, etc.)

Until converted to "terminated employee
file"

O

Multi

EMPLOYEE FILES - TERMINATED

(application/appointment records; job descriptions; signed employee
HR-111 acknowledgments; tax-withholding forms and other deduction 20 years after termination Multi D
authorizations; performance evaluations; commendations; training
records; status and pay rate changes, employment agreements, etc.)
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CITY OF GAHANNA: HUMAN RESOURCES APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021| RC APPROVED: 9/8/2021
For use by
Schedule Retention Auditor of

Number Period State or
LGRP

Record Title & Description

EMPLOYEE INSURANCE/BENEFIT DOCUMENTATION

(Includes roster of enrolled employees and proof of coverage;
invoices, benefit plan documents, including summary plan descriptions,
insurance premium summary, required announcement documentation,
open enrollment information, formal benefit proposals, and
minutes/notes from COHCC)

HR-112 5 years Multi

RC-3
Required
by
LGRP

EMPLOYEE MEDICAL FILES

(confidential records of diagnosis and treatment, return to work notes;
confidential requests and supporting documents for ADA 7 years from date of termination; unless
accommodation with approval or denial; health insurance claims superseded

records; health enrollment/change forms; life insurance enrollment
and beneficiary forms; wellness program records; etc.)

HR-113 Multi

EQUAL EMPLOYMENT OPPORTUNITIES (EEO) REPORTS
HR-114 (copies of EEO-1 Reports as submitted to US Department of Labor;
instructions/procedures)

2 years in accordance with 29 CFR

§1602.7 (5.27.2016) Mult

FAIR PRACTICES FILE

(Disciplinary records removed from employee file in accordance with
HR-115 current contract; any disputes filed with or by non-City agency). 20 years Multi
Employee names are redacted and records are not searchable by
name, incident # or other employee identifier.

FAMILY MEDICAL LEAVE ACT (FMLA)

HR-116 (confidential requests and supporting documents; approval or denial 7 years from date of termination Multi I:l
records; usage records)
GRIEVANCES
(any and all records of an employee's grievance that is not heard by 2 vears from date of termination: unless
HR-117 the Civil Service Commission, from submitting the initial written : y ; ! Multi |:|
. : . .. litigation
grievance through the prescribed process to the final decision and
actions on that decision)
Three years after the date of the
HR-118 I-9 FORMS empl_oyefe hire or one year after_ date of_ Multi I:l
termination of employment, whichever is
later.
5 years from date of injury/accident
HR-119 INJURY/ACCIDENT FORMS unless converted to a "Workers D
Compensation Claims File"
HR-120 JOB DESCRIPTIONS Until superseded or classification is Multi

abolished

LABOR MANAGEMENT COMMITTEE DOCUMENTS .
HR-121 . . 5 years Multi
(summary of meetings and associated attachments)
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CITY OF GAHANNA: HUMAN RESOURCES APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021| RC APPROVED: 9/8/2021

For use by RC-3
Schedule . e Retention Auditor of Required
Number Record Title & Description Period State or
LGRP
) OHIO DEPARTMENT OF TRANSPORTATION (ODOT) R .
HR-122 COMMERCIAL DRIVERS LICENSE (CDL) COMPLIANCE FILES 7 years from date of termination Multi [
_ PERRP COMPLIANCE 7 years from date compliance report .
HR-123 (Safety inspection reports; compliance reports) submitted Mult I:I
POSITION EXAMINATION INFORMATION
_ (new hire or promotional, all materials used for specific recruitment. .
HR-124 Includes position checklist, interview questions, examination 7 years Multi I:I
information, job posting and advertisements.)
PUBLIC EMPLOYEES RISK REDUCTION PROGRAM LOGS D VIS I EISEOIE e Wil ) (AR GRRlLs; .
HR-125 (privacy case lists, if applicable) and/or any state PERRP requirements Multi |:|
e 7 ATEED (5.27.2016)
SAFETY COMMITTEE )
HR-126 (meeting notices and notes; reference materials, roster, etc.) 2 years Multi I:l
UNEMPLOYMENT COMPENSATION RECORDS
HR-127 (Ohio Department of Job & Family Services is the official record Until no longer of administrative value Multi I:I
keeper)
HR-128 VOLUNTEER FILES 5 years from date of end of assignment Multi |:|
HR-129 WELLNESS PROGRAM PLAN RECORDS 5 years Multi |:|
WORKERS COMPENSATION CLAIMS FILES 10 years from close of claim for lost .
HR-130 - . - time/indemnity, 6 years from close of Multi I:l
(claims from employees injured on the job) - 5
claim for medical-only
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CITY OF GAHANNA: INFORMATION TECHNOLOGY APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021 | RC APPROVED: 9/8/2021

For use by RC-3
Schedule . e Retention Auditor of Required
Number Record Title & Description Period State or
LGRP
DISK BACKUPS - :
1T-101 (digital disk backups of servers, data, and files) Rolling 30 days (then overwritten) SAN D
Email: 1 year (using the journaled
710,  |FORMER EMPLOYEES' DATA email schedule) Multi O
(messages removed from e-mail system and placed on nearline storage) Network data: until no longer of
administrative value
JOURNALED EMAIL
IT-103 (all email sent and received through our email system, regardless of user 1 year Exchange |:|
action)
IT-104 MAP REQUI?STS o Until no longer of administrative Multi I:l
(any map printed from existing layers) value
CLOUD BACKUPS Rolling 30 days, then rTlontth
(Cloud backups of disk backups - extending the backup period from rolling EE|P ) (1.2 EREEAVG Mol
IT-105 . . retained), then yearly created and Cloud |:|
30 days to monthly and yearly and incorporating a secondary format of .
. retained for 3 years.
storage location)
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Schedule
Number

CITY OF GAHANNA: LAW DEPARTMENT APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 7-26-16 | RC APPROVED: 6-14-16

Record Title & Description

Retention
Period

For use by
Auditor of
State or
LGRP

RC-3
Required

ANNUAL REPORTS TO COUNCIL .
LAW-101 (report required by City Charter) Permanent Multi D
BANKRUPTCY RECORDS
(all notices, correspondence, etc. created or received by any City office . . . .
LAW-102 . . \ 4 years after audit report is certified Multi |:|
regarding a Gahanna taxpayer, property owner, or business owner's
bankruptcy case)
LEGAL HOLDS
LAW-103 (notices issued by City Attorney to suspend disposal of records related |Until no longer of administrative value Multi |:|
to audits, investigations, and litigation)
LAW-104 LEGAL OPINIONS_ . Permanent Multi |:|
(a formal written opinion)
LAW-105  |LITIGATION CASE FILES HOVClich CeS ORI Multi O
including any appeals
3 full calendar years after triggering
LAW-106 LITIGATION FILES - ANTICIPATED event unless moved to Active Litigation Multi I:l
Case File
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CITY OF GAHANNA: MAYOR'S COURT APPROVED RETENTION SCHEDULE (RC-2)

OHC APPROVED: 11-9-17 | RC APPROVED: 10-31-17
*All record retention periods are PROVIDED AUDITED: audited means the years encompassed by the records have been audited by the Auditor of State and the audit report has been
released pursuant to Sec. 117.26 O.R.C.

For use by RC-3
Schedule . .. Retention Auditor of Required
Number Record Title & Description Period State or
LGRP

MC-01 BUREAU OF MOTOR VEHICLE (BMV) REPORTS 2 full calendar years, provided audited. Multi |:|

MC-02 CASH BOOKS 10 years, provided audited. Multi |:|

MC-03 CHECK STUBS 2 full calendar years, provided audited. Multi |:|
CLOSED CASE FILES 5 full calendar years, provided closed

MC-04 (documents all case information) and audited. Multi I:l
- PARKING, TRAFFIC CITATIONS, AND CRIMINAL COMPLAINTS 25 full calendar years, provided closed
- OVI CASES and audited.

MC-05 CREDIT CARD STATEMENTS & INVOICES 2 full calendar years, provided audited. Multi |:|
END OF MONTH REPORTS

) (daily cash reports, bank deposit slips, bank account reconciliation, . . .

MC-06 monthly report to Council, bank statements, financial reports, copies of 2 full calendar years, provided audited. Multi D
monthly payouts to City, State, County, and collections)
EXPUNGED/SEALED CASE FILES (not for public disclosure)

) (all court & police records of any Mayor's Court case for which an . .

il expungement and/or seal order has been issued by Mayor's or another LU 7T (RSl CEIEE O i) et D
court with jurisdiction)
FINAL DOCKET .

MC-08 (includes case index if applicable) Permanent Mult IZI

MC-09 FINE AND FEE SCHEDULE Until superseded, provided audited. Multi |:|
JUVENILE CASE NUMBER LOG .

MC-10 (not for public disclosure) 3 years Mult O
JUVENILE CLOSED CASE FILE .

e (not for public disclosure) 3 years Multi D

MC-12 SUPREME COURT REPORTS & REGISTRATION 2 full calendar years, provided audited. Multi |:|
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CITY OF GAHANNA: MAYORS OFFICE APPROVED RETENTION SCHEDULE (RC-2)

OHC APPROVED: 11-1-18 | RC APPROVED: 10-23-18

For use by

Schedule . e Retention Auditor of
Number Record Title & Description Period State or

RC-3
Required

LGRP

DISASTER PLANS
(current plans for response to various types of emergencies; including
MO-101 agreements for services from, e.g. American Red Cross, Franklin Co. Emergency Until superseded Multi I:I
Management Agency, etc.)
(not for public disclosure - maintained by the Police Department)
MARRIAGES .
M0-102 (list of licenses mailed; records of distribution of donations made by couples) 2 years Multi I:l
Emergency Proclamations: 1
year after terminated in
MO103 PROCLAMATIONS accordance with Chapter 131 Ml |:|
(as authorized by COG Chapter 131) .
Honorary Proclamations: given
to honoree with no City copy
kept
MO-104  [PROGRAM/PROJECT FILES 2 years after the project or Multi O
program is complete
) STATE OF THE CITY ADDRESS Full-term(s) of the Mayor who .
MO-105 (printed remarks) provided the address Multi IZI
MO-106  |SOCIAL MEDIA ARCHIVE until no longer of Digital O
administrative value
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CITY OF GAHANNA: POLICE DEPARTMENT APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021| RC APPROVED: 9/8/2021

For use by RC-3
Schedule . .. Retention Auditor of Required
Number Record Title & Description Period State or
LGRP
PD-01 ANIMAL LOST/FOUND LOGS 12 (et Ee) e L) 7o Multi O
longer of administrative value
ALARM PERMITS until no longer of administrative
PD-02 (records of residential, commercial, and public building alarm value 9 Multi |:|
permits issued within the City of Gahanna)
PD-03 BAC RECORDS 3 years Multi |:|
PD-04 BLOCK PARTY PERMITS 12 months and then until no Multi O
longer of administrative value
CAD/RMS DATA
(arrest records, crash reports, calls for service, crime information, beginning in 2007 - permanent
PD-05 offense reports, field interviews, property/evidence records g. 9 P Multi |:|
. . . . ] (as in software)
(excluding written receipts), property reports, vehicle and officer
assignment records)
PD-06 CAD/RMS MESSAGE DATA & LEADS THROUGHPUTS 7 years Multi I:I
PD-07 CCH - COURT LOGS 2 years Multi |
PD-08 CITY OWNED FIREARMS INVENTORY Until superseded Multi I:I
PD-09 CIVIC ASSOCIATION MEETING DOCUMENTS 2 years Multi |:|
PD-10 DEER HUNTING PERMITS 3 years Multi I:I
PD-11 DETECTIVE CASE FILES 15 years Multi |:|
DRAFTS OF OFFICIAL POLICE REPORTS . .
PD-12 (crash, offense, incident, investigative, field interview, arrest) Until superseded Digital D
EMERGENCY 9-1-1 CALL DATA .
i (ANI/ALI logs and message content) YT . I:I
EMPLOYEE FILES - ACTIVE . " .
Until converted to "terminated .
PD-14 (all relevant personnel documents) - Multi I:I
employee file
EMPLOYEE FILES - TERMINATED
PD-15 (all relevant personnel documents) 20 years after termination Multi |:|
PD-16 EXPUNGED CASES when expungement order Multi O
received from court
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CITY OF GAHANNA: POLICE DEPARTMENT APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021| RC APPROVED: 9/8/2021

For use by RC-3
Schedule . .. Retention Auditor of Required
Number Record Title & Description Period State or
LGRP
FACILITY VIDEO RECORDINGS .
L (includes facility building and perimeter surveillance cameras) =) e b I:I
Until transmitted to the Attorney
General's Office .
PD-18 FINGERPRINT DATA (data maintained by the Attorney Mult I:I
General's office)
GENERAL ORDERS/DEPARTMENT . .
PD-19 DIRECTIVES/MEMORANDUMS Until superseded Multi |:|
INFORMAL OR MINOR MISCONDUCT INVESTIGATION .
PD-20 COMPLAINTS 3 years Multi |:|
PD-21 INTERNAL AFFAIRS INVESTIGATIVE FILES 6 years Multi |:|
PD-22 LIQUOR PERMITS Original kept with Council office - I:l
MASTER NAME RECORDS .
iEacs (with no activity attached) 1 year Digital I:I
PD-24 MOBILE MESSAGING CONTENT up to 4'5 .days,. or until no longer Multi I:l
(chat) of administrative value
PD-25 MOTOR VEHICLE IMPOUNDS FORMS 3 years after vehicle disposal Multi |:|
evidence: 1 year (unless
otherwise preserved as part of an
o027 MOBILE VIDEO RECORDINGS (MVR) AND BODY-WORN g;;?c?;ﬁear;ﬁts/técctirsi? or other Multi N
CAMERA RECORDINGS (BWC) eporyy
non-evidentiary: 180 days
training: 50 days
accidental: 10 days
PD-28 OFFICER & DISPATCHER SHIFT BIDS AND SCHEDULES 2 IIEliinss CIe] Untshn Valsl) oo Multi O
longer of administrative value
PD-29 PROPERTY / EVIDENCE RECEIPTS 2 years Multi I:l
PD-30 PROTECTION ORDERS Until expired Multi I:l
_ RADIO, TELEPHONE & 9-1-1 RECORDINGS .
PP-31 | (audio files) 1 year Mult O
PD-32 RESPONSE TO RESISTANCE REPORTS 6 years Multi I:l
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CITY OF GAHANNA: POLICE DEPARTMENT APPROVED RETENTION SCHEDULE (RC-2)
10/7/2021| RC APPROVED: 9/8/2021

OHC APPROVED:

For use by RC-3
Schedule . .. Retention Auditor of Required
Number Record Title & Description Period State or
LGRP

PD-33 SEARCH WARRANTS :gcrotrr:je life of the investigative Multi I:I
PD-34 SPE(‘TIAI'. DUTY EMPLOYME!‘IT RECORDS 7 years Multi I:I

(applications, schedules, invoices)

SUBPOENAS, SUMMONS & ARREST WARRANTS - .
PD-35 (served or entered by the department) until discharged Mult I:I
PD-36 TEMPORARY HOLDING FACILITY RECORDS 2 years Multi |:|
PD-37 TRAFFIC CITATION - HARDCOPY 1 year Paper D
PD-38 TRAFFIC CITATION DATA ) 08 S (PSS Digital O

(as in software)

PD-39 TRAFFIC & INTERSECTION VIDEO RECORDINGS 10 days Multi D

TRAINING & PERSONNEL RECORDS 10 years after cease of .
PD-40 - Multi O

(all completed employee training) employment
PD-41 UNSOLVED MAJOR CRIME FILES Permanent Multi I:l
PD-42  |VACATION HOUSE CHECK RECORDS sgltl:'em SeSgil St Multi O
PD-43 VEHICLE LOCKOUT FORMS 6 months Multi I:l
PD-40 VEHICLE PURSUIT REPORTS 6 years Multi |:|
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(Yol [=Ye [T] [
Number

CITY OF GAHANNA: DEPARTMENT OF PLANNING- BUILDING APPROVED RETENTION SCHEDULE (RC-2)

OHC APPROVED: 10/7/2021 | RC APPROVED: 9/8/2021

Record Title & Description

ADJUDICATION ORDERS

Retention
Period

For use by
Auditor of
State or
LGRP

RC-3
Required

PLN-101 (Orders from City Building Official to commercial property Permanent (for the life of the Multi I:l
more-than-3-family residential property owner to change building plans to meet |structure)
required standards)
BOARD OF BUILDING STANDARDS ANNUAL REPORTS .
PLN-102 (Includes report to the Residential Code of Ohio and Ohio Building Code.) Permanent Multi |ZI
BOARD OF BUILDING STANDARDS MONTHLY REPORTS until incorporated into annual .
PLN-103 Multi I
(Includes all related documents) report
PLN-104 BUILDING & ZONING FEE SCHEDULE until superseded Multi D
PLN-105 BUILDING DEPARTMENT CERTIFICATION until superseded Multi I:l
(Includes all related correspondence)
PLN-106  |CENSUS BUREAU MONTHLY AND ANNUAL REPORTS L full calendar year from the Multi |
date of the report
Project completed: original
building, alterations, and
tenant buildout documents are
kept 5 full calendar years from
the date of final approved
inspection. Buildouts on City
owned properties to be kept
until superseded.
COMMERCIAL CONSTRUCTION DOCUMENTS Project not built, but plans
(records used in new construction of multi-family dwellings and commercial and SIPIENEEH TR 5 RS et
PLN-107 year plans approved Multi |:|

public buildings, such as approved drawings, spec books, inspection reports and
all miscellaneous correspondence and documents.)

Project not built and plans
NOT approved: retain until no
activity for 1 calendar year or
until expiration of permit
application

Documents superseded:
retain until project completed
Project superseded: retain
until certificate of occupancy
for new project is issued
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CITY OF GAHANNA: DEPARTMENT OF PLANNING- BUILDING APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021 | RC APPROVED: 9/8/2021

For use by RC-3
(Yol [=Ye [T] [ Retention Auditor of Required

Record Title & Description Period State or

LGRP

Number

OBC-required records:
(including all Permit
Applications, Certificate of Plan

COMMERCIAL PERMIT FILES Approval, Certificate of
(records of approval process for new construction or alteration of 4+-family Occupancy, Notices and
dwellings and commercial/public buildings, such as applications, permits, Orders, Zoning Certificate) : i
PLN-108 o ; ' o ’ Multi O
certificates of plan approval, completion and occupancy, zoning certificates, Permanent (for life of
notices and orders, other records required by Ohio Building Code (OBC) and all |structure)
miscellaneous correspondence and documents.)
Non-OBC required records:
1 year after date of final
approved inspection
CONDEMNATION ORDERS
(Notice of Condemnation by City Building Official; related correspondence; Board |Permanent (for the life of the .
PLN-109 - . . . Multi
of Zoning Appeals notice & proceedings and all miscellaneous correspondence structure)
and documents.)
CONTRACTORS' REGISTRATION 2 full calendar years from .
PLN-110 .. R R . . Multi
(Includes applications, insurance, and all related documents) registration expiration date

DEMOLITION PERMITS 1 full calgndar year after the .

PLN-111 . date of final approved Multi
(Including all related documents) . . -

inspection of the demolition

FRANKLIN COUNTY PLUMBING PERMITS - MONTHLY SUMMARY
1 calendar year from date of

PLN-112 (Includes copies of plumbing permits, receipts for payment, and all related report Multi
correspondence)
LSl ]y etk Until entered into the electronic

PLN-113 (paper daily logs of inspections made for construction, plumbing, or electrical Multi

work) permit file

INSPECTION REPORTS Until _ent_ered into the electronl_c _
PLN-114 (Paper reports of inspections made for construction, plumbing or electrical work) permit file (when part of permit Multi
perrep P P 9 file, follows that retention)

ISO AUDIT REPORTS only retain 2 most current

O oo o o o 0o 0d

HOHD (Includes all related correspondence) audit reports i
PLN-116 NOTICE OF VIOLATION/CITATION 2 years after date of resolution Multi
(Includes all related correspondence)
RESIDENTIAL CONSTRUCTION DOCUMENTS
(records used in new construction of 1-, 2-, and 3-family dwellings, such as b ) EEIEEE R ST Sl Wi
PLN-117 e Y 9s/ date of final approved Multi

approved drawings, spec books, inspection reports and all miscellaneous

inspection.
correspondence and documents.) P
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CITY OF GAHANNA: DEPARTMENT OF PLANNING- BUILDING APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021 | RC APPROVED: 9/8/2021

For use by RC-3
(Yol [=Ye [T] [ Retention Auditor of Required

Record Title & Description Period State or

LGRP

Number

RCO-required files: (includes
Permit Application, Certificate
of Plan Approval, Certificate of

RESIDENTIAL PERMIT FILES Occupancy, Notices and Orders
(records of approval process for new construction or alteration of 1-, 2-, and 3- |for all applications submitted
PLN-118 family dwellings, such as applications, permits, certificates of plan approval, to the City from 5/27/06 Multi I:l
completion and occupancy, notices and orders, inspection reports, other records |forward): Permanent (for life
required by Residential Code of Ohio (RCO) and all miscellaneous of structure)

correspondence and documents.)
Other documents: Retain file
intact 1 year after date of final
approved inspection.
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CITY OF GAHANNA: DEPARTMENT OF PLANNING- CODE ENFORCEMENT APPROVED RETENTION SCHED
OHC APPROVED: 10/7/2021 | RC APPROVED: 9/8/2021

For use by
Schedule . e Retention Auditor of
Number Record Title & Description Period State or
LGRP
VIOLATIONS
PLN-201 (Citizen Request Forms and notices to residents about Zoning Code 8 years after case closed Multi

Violations with related documents, including follow up)

VIOLATIONS- UNSUBSTANTIATED
PLN-202 (complaint of violation is submitted, upon inspection it is determined 2 years Multi
that there has been no violation)
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ULE (RC-2)

RC-3
Required
by
LGRP

O

O
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CITY OF GAHANNA: DEPARTMENT OF PLANNING- ZONING APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021 | RC APPROVED: 9/8/2021

For use by RC-3
Schedule Retention Auditor of Required

Record Title & Description

Number Period State or

LGRP

APPLICATIONS - APPROVED/DENIED ADMINISTRATIVELY

BY ZONING DIVISION Life of structure
(Certificate of Appropriateness, Flood Plain Use, Home Occupation,
PLN-301 Subdivision Without Plat, Personal Wireless Service Facility - Co Withdrawn: 1 year Multi |:|

Location, Fence, etc. To include application, submitted documents,
revisions, receipt of payment, & any correspondence deemed relevant
to application approval/denial)

Approved/denied applications and log: 1

APPLICATIONS - EXEMPTION full year following year sale was

PLN-302 (application for exemption for sidewalk and outdoor seasonal sales, scheduled Multi [:l
with any attachments and related correspondence; log sheets)
APPLICATIONS - PENDING Until transferred for consideration

PLN-303 (to be reylewed and accepted by the If’lannmg & Z(?nlng Admln'lstratt.)r No Action: 2 years from date of Multi D
and considered or forwarded to Planning Commission for consideration) submittal
SIGN PERMITS - PERMANENT . .

PLN-304 (Includes all related correspondence and documents) Until superseded Mult D
SIGN PERMITS - TEMPORARY

PLN-305 (all permits as required for temporary signs or for banners; permit Permits: 1 year from date of permit Multi |:|
register)

PLN-306 Zoning Verification Letters 1 year from date of letter Multi |:|

(Including all related correspondence/documents)
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CITY OF GAHANNA: PARKS & RECREATION APPROVED RETENTION SCHEDULE (RC-2)
OHC APPROVED: 10/7/2021| RC APPROVED: 9/8/2021

For use by
Schedule - . - Retention Auditor of
Number Record Title & Description Period State or
LGRP
AGENDAS .
PR-101 (for public meetings of bodies created for P&R business) 1 year Multi
PR-102 ANNUAL REPORTS 1 year Multi
Permanent
PR-103 B(.)ARDS/ QOMMISSION/ MINUTES (Audio Recordings kept until no Multi
(signed copies of Parks & Recreation Board and Landscape Board) L ;
longer of administrative value)
BOARDS/COMMISSIONS/COMMITTEES DOCUMENTS/FILES Until no longer of administrative
PR-104 (boards/commissions maintained by the P&R Department. Rosters, notes, value 9 Multi
correspondence, speaker request forms, public meeting, etc.)
BOARDS/COMMISSIONS RULES OF PROCEDURE/RULES &
PR-105 REGULATIONS Permanent Multi
(boards/commissions, committees maintained by the P&R Department)
2 full calendar years after year
CHEMICAL CONTROL - AQUATICS/POOL expired/superseded, or as required
PR-106 (sterilizers, clarifiers, algaecides, PH balances, applications, safety data, by licensing/permitting; whichever Multi
instructions, licenses/permits, and any documentation related.) is longer
(per OAC 3701-31)
CHEMICAL CONTROL - TURF & LANDSCAPE 3 full calendar years after year
(for any pesticides, herbicides, fungicides, insecticides, algae control, etc. expired/superseded, or as required
PR-107 used by City personnel or vendor; licenses/permits and the applications for |by licensing/permitting; whichever Multi
them; use records; instructions, safety data, and any documentation is longer
related.) (per ORC 901:5-11-10)
PR-108 Citizen Request Database 3 years from the date of request
Consultant Quality Based Selection Process (Public Notice, Letters of Retain for 2 years or 1 calendar
PR-109 Intent, Statement of Qualifications, Consultant Tracking Spreadsheet, year after expiration - whichever is
Evaluation Form, Consultant Proposal/Contract, and all related documents.) |longer
Contracts, Leases, and Service Agreements (Competitive Bidding)
(includes Motion Resolution, Notice to Bidders Advertisement, Plans, Maps,
Plan Holder List, Bid Summary, Debarred Contractors List, Findings for 15 vears after
PR-110 Reco